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This Job Aid shows how to: 

 Locate a Grant Posting 

 Read a Grant Posting 

 Additional resources (registration, other job aids) 

Of Special Note:  

All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Sub-grants and 

Subsidies as well as the Office of the Comptroller’s policy on State Grants, Federal Sub-Grants, and 

Subsidies.  Departments must use COMMBUYS to publicly post the availability of a discretionary Grant or Grant 

Program and publish the results of grantee selections.  Use of COMMBUYS to receive electronic quotes for grant 

opportunities is optional; however, state agencies are encouraged to require grantees to register and submit quotes 

(applications) through COMMBUYS, which provides a central repository for receipt of electronic applications.  As more 

grantees use COMMBUYS to identify grant opportunities, they will have a single location to apply for grants from 

multiple state agencies, resulting in efficiencies for both the grantees and the state agencies.  

 

This job aid is for potential grantee(s) that want to locate a grant opportunity and intend to submit a response online in 

the COMMBUYS system. This job aid will walk a COMMBUYS user, who has a Vendor account in COMMBUYS, 

through the process of creating a quote to respond to a bid/grant application in COMMBUYS.  

It is the potential grantee’s responsibility to read the bid/grant application and any attachments in its entirety prior to 

creating a quote/submitting an application. It is strongly recommended to create a bid specific folder that is easily 

accessible with any completed documents or forms that need to be uploaded with your quote/application. Be sure to 

follow any file upload instructions that may be indicated by the Grantor in the language of the Grant Notice/Application 

i.e. naming convention, file description, or other instructions. Upon award there may be additional forms/signatures 

required to execute the grant award. 

For questions concerning information required to set up a Vendor profile in COMMBUYS, please consult your business 

office or legal department.  

http://www.mass.gov/osc/docs/policies-procedures/contracts/po-procon-state-grants-fed-sub.doc
http://www.mass.gov/osc/docs/policies-procedures/contracts/po-procon-state-grants-fed-sub.doc
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Screenshot Directions 

 

Step 1  

Launch the COMMBUYS website by 
entering the URL www.commbuys.com, 
into the web browser. 

You must be logged into your 
COMMBUYS Vendor account to perform 
the tasks in this job aid. 
 
This job aid provides (4) examples of 
how to search for the Bid/grant 
application: 
 

 Search using the Bid # (step 3) 

 Search by Organization (step 4) 

 Search by Purchaser (step 5) 

 Search by NEW UNSPSC Grant 
Opportunity Code (step 6) 

 
And how to Create and Submit a Quote, 
which starts on step 8. 

 

 

 

Step 2 

Search by Bid Number. 

 Select the magnify glass on the 
navigation bar. 

 Select the Purchasing Module and 
use Bids from the Document Type 
drop down menu.  

https://www.commbuys.com/bso/
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Screenshot Directions 

 
 

Step 3.   

 Enter the Bid number to the Bid # 
field. 

 Select Find It. 

 Search results will display upon 
refresh. 

 Select Bid # Link to view. 

 

 

Step 4  

Search by Organization. 

 Select the agency or department from 
the Organization drop down menu. 

 Select Find it. 

 Search results will display on refresh. 

 Select Bid # Link to view.  
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Screenshot Directions 

 

Step 5  

Search by Purchaser. 

 Select the Purchaser’s name from the 
Purchaser drop down menu. 

 Select Find it. 

 Search results will display on refresh. 

 Select Bid # Link to view. 

 

Step 6 

Search by NEW UNSPSC Grant 
Opportunity Code. 

 Select the new Grant Opportunity 
Code (00-00) from the UNSPSC 
Segment/Family Dropdown Box. It 
will be first on the list. 

 Select the new Grant Opportunity 
Class Code (00) from the UNSPSC 
Class Code Dropdown Box.  

 Select Find It. 

 The page will refresh and display 
available Grant Opportunities. 

 Select Bid # Link to view.   
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Screenshot Directions 

 

Step 7 

Acknowledge Receipt and View Posting. 

Any time you select a Bid/Grant 
Application link, a new page opens with a 
message requesting you acknowledge 
receipt of the Bid (Grant Application). 
Click Yes to acknowledge receipt of the 
bid (Grant Application). 

In this acknowledgement you agree to 
the following: 

o Receive future correspondence 
to this solicitation (grant 
application) via email. 

o Agree to maintain your vendor 
profile for accuracy and current 
contact information. 

o Agree to adhere to COMMBUYS 
requirements. 

o Agree that the quote MUST be 
submitted prior to the due date. 

o Agree an online quote responses 
is not considered submitted until 
you are in receipt of a 
confirmation email stating your 
response has been received. 

o Agree that a quote submitted 
electronically that remains “in 
progress” status at the time of 
Bid opening will not be accepted 
(including quotes in the process 
of uploading attachments). 

If you select NO you may still view the 
bid/grant application but will not receive 
any notifications regarding updates or 
amendments. 
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Screenshot Directions 

 
 
 

Step 8  

Review the Bid/Grant Posting. 

The Bid/grant posting opens and displays 
a summary of details. Information 
displayed includes: 

o Purchaser 
o Department 
o Contact for this bid 
o Pre-Bid Conference details – if 

applicable 
o Ship-to and Bill-to Addresses 
o Questions 
o Any attachments to the Bid  

Note: Be sure to read all attachments 
and read, complete and/or submit as 
instructed. 

 

Step 9 

The key dates and information of the bid: 

o Bid Date – date bid was posted 
on COMMBUYS. 

o Required Date – not used by the 
Commonwealth. 

o Bid Opening Date – date the bid 
closes and no further quotes will 
be accepted. 

o Informal Bid Flag – buyer will be 
able to view responses as they 
are sent in, as opposed to only 
on the Bid Opening Date. 
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Screenshot Directions 

 

Step 10 

The lower half of the page provides 
information about the grant opportunity 
available. 

 

If the buyer enables the bid to allow for 
Bid Questions/Answers, upon selecting 
the Bid Q&A at bottom of screen you will 
be able to post your question. Read the 
language of the RFR for any special 
instructions/restrictions for the Bid Q&A. 

 
Click Create Quote to begin 

 
 

 

 
Step 11 

Review/complete the General Tab 
 

The General Tab for a new quote is 
populated with some information from the 
bid. Fields available to update include: 

 Promised Date 

 Info Contact 

 Comments 
 
Because this is a grant opportunity there 
may be little to update on this tab. 
However, the info contact box and the 
comments box allow the grantee to add 
info/comments for the buyer to view 
 
Update as needed and click Save & 
Continue to save any changes and 
create a Quote Number.  
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Screenshot Directions 

 

Step 12 
The page refreshes and messages 
Display.  Any message in Red is an error 
and must be resolved before the quote 
can be submitted. Any message in 
Yellow is only a warning and will allow 
processing to continue. 
 
The following messages are received: 

 Terms & Conditions is not 
acknowledged. To resolve this, 
click on the Terms & 
Conditions tab and accept the 
terms. 

 Your quote has not been 
submitted – is just an information 
message. Processing can 
continue. 

 

Step 13 

The Items tab displays showing 
information about the requested 
items/services. 
 

 If item data is not required – select 
the “No Charge” indicator in the last 
column (if you do not edit this tab it 
will default to “NO BID”). 

 

 Add a note to see attachment in the 
alternate description field OR follow 
direction in the Item description 
described by the buyer. 

 

 The item opens. Input your quote 
information and click Save & 
Continue and select the Terms & 
Conditions tab. 

 

Step 14 

Review and answer questions on the 
Questions Tab. 
 
These questions MAY be required and/or 
MAY be used to “qualify or disqualify” 
during the evaluation process. It is the 
potential grantee’s responsibility to 
review and answer accordingly. 
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Screenshot Directions 

 

Step 15  

Subcontractor Tab – NOT utilized at this 
time 

It is the potential grantee’s responsibility 
to read the language of the Grant 
Application for language related to 
subcontracting. 

 

Step16  

Notes Tab – Allows the potential grantee 
to make a notation on the quote 
response that is only viewable by other 
sellers in the COMMBUYS Seller 
account. 

 

Step 17  

Acknowledge/accept Terms and 
Conditions. 
 

 Click Yes to accept the terms 
and conditions.  

 Click Save & Continue. 
 

 Click the Attachments Tab 
 

 

Step 18 
 
The Attachments Tab allows the potential 
grantee to upload files and forms (files 
may be documents related to the bid that 
you have completed and need to attach 
to your response. Examples may be, 
completed grant application, Terms and 
Conditions, Electronic Funds Transfer 
form and other required forms. 
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Screenshot Directions 

 

Step 19  

There are a couple of steps to follow for 
adding a file.  First you must name the 
file. 
 
Name is the display name for the file that 
will appear when posted. It can be 
different from its saved location name 
and can contain alphanumeric 
characters, spaces and special 
characters up to a maximum length of 
200. 
 
The Description field allows you to briefly 
describe the file. 
 
Select the Browse button to locate the 
file you wish to upload. 
 
Select Save and Exit to proceed. 

 

Step 20 

Once you have uploaded all your files 
and forms and have selected Save and 
Exit to continue, you can view the list to 
ensure that all your intended documents 
display.  

If you select the hyperlink under Name, 
you will be able to open the document. If 
you want to remove a document from the 
list, select the Delete box and click Save 
& Continue. 
 
Select the Summary Tab to review and 
submit quote. 

 

Step 21  
 
The Summary Tab displays.  

 Review the bid. If needed, 
update.  

 Click the Submit Quote button at 
the bottom of the page.  
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Screenshot Directions 

 

Step 22  

Popup window will display asking for 
verification on quote submission.   

Click OK to submit the quote.  

 

Step 23 

Summary tab redisplays with an updated 
status for the quote. It is now Submitted. 
 
From the summary tab of a bid, you can 
Withdraw Quote anytime up until it has 
been viewed by the Buyer or if the 
Opening Bid Deadline date has NOT 
passed. 
 
 

 

Additional job aids can be found online in 
the COMMBUYS Resource Center. 
 

 Go to the OSD Webpage at 
www.mass.gov/osd. 

 Select Learn More About 
COMMBUYS link.  

 Select the COMMBUYS Job Aids 
link.  

 Select the COMMBUYS Job Aids 
for Seller Link. 

 
This Job Aid is also available as a 
presentation on OSD’s YouTube 
Channel.  

http://www.mass.gov/anf/budget-taxes-and-procurement/oversight-agencies/osd/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.youtube.com/watch?v=UhUTNokbhfY&amp;list=PL247E2162C4B2F10A&amp;index=8
http://www.youtube.com/watch?v=UhUTNokbhfY&amp;list=PL247E2162C4B2F10A&amp;index=8
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Screenshot Directions 

 

Need to Register? 

See the job aid: 
 “NEW Vendor Registration”  or view the 
online recorded webcast for instructions 
and best practices for registering as a 
“NEW Vendor “ in the COMMBUYS 
Market Center. 

 

http://www.mass.gov/anf/docs/osd/commbuys/vendor-registration.pdf
https://www.youtube.com/watch?v=mWMLx4UgHtQ&index=6&list=PL247E2162C4B2F10A

